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GENERAL SERVICES ADMINISTRATION
| Washipgton 25,“D.;C.'
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Honorable Allen W, Dulles
Director - ’ .
Central Intelliganoe Agency o :
Washington 25, D. b, c

" Dear Mr, Dulles; - | R - ;

The Hoover Gomniosicn in its report on paperwork mnagmnt
recommended that the General Services Administration sponsor a
standard Government correspondsnos style mamual, The General
Services Administration and the Bureau of the Budget have
agreed on the desirability of this manual, and we are now
inviting egencies to participats in its preparation,

For the drafting of the mamual, we ars creating a represcntative
working committee, This comrittee will, be divided into
subrommittess, cach to develop a separate -part of the publica-
tion. We prefer that membars of ths working committee be

" axperienced correspondence technicisns, It is estimated that
the project will require about 40 hours of the time of mh
coemittee mambor, . _

Sinoe your agency can contrimto substantially to tho prepare-
tion of the mamial, we would appreciate your designating from

your staff a member for the working committee. .As we plen to

convene the group early in September, we would 1ike to receive
the name, title; and tolep!me nuaber of ycmr norinee by

Auguat 15.
, Sinomly yourd _
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